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Foreword

The Chief Examiner

| am pleased to commend to all Groups of the Organisation this new issue of the Group
Guidelines. It has been expanded considerably from the original issue which was issued in 1992. It
contains much useful information to help Groups further the Organisation‘s aim to raise
driving/riding standards. The work done by the Groups is of great value to the Organisation and is
appreciated by the members themselves.

The Group Guidelines contains advice to help newly formed Groups and also important
information for all Groups, including some requirements which must be fulfilled. Therefore, | ask
all Groups to study carefully the material within the Guidelines.

I am indebted to Keith Bamford who has invested considerable effort in writing large tracts of the
document and in editing all of it.

| believe that this new edition is a positive step forward in helping the Organisation to become even
more successful and efficient.

| thank you for your efforts in the past and | wish you all well in your future endeavours.

Preface

Background and origin of the Organisation

The origin of the Organisation was in the early Zfties when the number of road accidents was
increasing and there seemed no way of reversing the trend. One person who was inspired to try
to znd a solution was a lady called Louise Duncan (later awarded an MBE) of the Finchley
Road Safety Committee. In 1955 she formed, along with other people of like mind, the

Finchley League of Safe Drivers. The League, on whose committee ROSPA was represented,
organised lectures by the police together with practical training and eventually instituted its

own tests conducted by police driving instructors from Hendon.

The organisation grew and other areas of the country became involved as interested people
formed local Groups to maintain the aims of the League. It became an independent body with
examiners throughout the UK and introduced graded passes and regular retests.

In 1980 the organisation had become large and unwieldy as well as having increasing financial
problems and it was decided that RoSPA, which had been helpful from the earliest days, should
take over the League which it did on 1 October 1980. Thus the ROSPA League of Safe Drivers
was born and became based in Birmingham. Eventually at the general request of the members
the name was changed and it became from April 1982 the RoSPA Advanced Drivers'
Association. In 2006 it was renamed RoSPA Advanced Drivers and Riders to mark the great
increase in motorcycling which has taken place in recent years.
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RoSPA Advanced Drivers and Riders

Guidelines for the organisation of Local Groups
(Seventh edition — January 2010)

1 Aim and Introduction

1.1 The aim of the Advanced Drivers and Riders Organisation of the Royal Society for
the Prevention of Accidents (known hereafter as the ROADAR) is to encourage
interest in road safety, to improve driving/riding standards and thus to enable
drivers/riders to pass the ROADAR's advanced test.

1.2 Local Groups are formed to benezt members and associate members in order to
promote the above aim (see the Appendices for an example of an application form).
The most important functions of the Group will be attracting new members and
giving free advice on driver/rider training to potential candidates for the Organisation'‘s
advanced driving/riding test or to existing members who wish to improve their grading.
The Groups also further their aim by encouraging the interest and enthusiasm of
existing members of the ROADAR by recruiting associate members and by providing
venues where members of the Group can meet. Groups may undertake a variety of
activities: for example, organisation of off-road tests of driving/riding skill, attendance
at galas, road safety meetings, etc.

1.3 People cannot be full members of the ROAD AR until they have passed the ROAD AR'stedt.

1.4 Local Groups are not intended to be fund raising organisations for the ROADAR
nor will the ROADAR take any part in a Group's running other than when asked
to give advice or guidance. It is expected that the Groups* Advisory Panel (g.v.)
representativefor a Group's region will be approached initially for assistance.

1.5 The guidelines in this document are capable of flexibility to suit local conditions.
If any anomaly in interpretation arises a Group should seek the advice of its Groups'
Advisory Panel (GAP) representative. However, the guidelines in this document are
written as a framework within which all Groups using the title *\ROADAR’ must operate.

2 Organisation

2.1 Each Group must formally adopt and publish a constitution which has been
approved by HQ (Appendices).

2.2 The ROADAR itself is administered under the auspices of RoOSPA. It is governed
by the Groups‘ Advisory Panel. The GAP liaises closely with the ROADAR
Management Committee which is maintained at Headquarters. A direct line of
communication exists between Headquarters, the GAP and the Groups and is
maintained by the GAP. T he objectives, terms of reference and responsibilities of the
GAP are available in the Appendices. Each Group within the ROADAR has direct
access to a member of the GAP.

The examining system is under the day to day guidance of Regional Senior

Examiners (RSE) who are responsible for the tests conducted in their regions.

2.3 Each Group must be financially self supporting. The ROADAR strongly suggests
that a Group should seek charitable status (Appendices). Acharitymust register
with the Charity Commissioners if it has a total income of more than £5000 per year.

2.4 Responsibilities involved in running the Group should be shared amongst
members of a committee (Appendices). These responsibilities should be clearly
defined by the constitution and any supplementary documents issued by the
committee. Assistance in compiling such documents is available from the
Group's GAP representative.
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2.5 The committee should meet regularly and reasonably frequently. All Group committees
should keep minutes to record committee decisions. All matters affecting Group policy
and programmes should be discussed by the committee and all decisions should be
taken collectively. An annual general meeting must be part of a Group‘s programme.

2.6 Groups are asked to give general support and backing for important projects
arrangedby Headquarters (HQ).

Group activities

3.1 Before a Group begins to arrange a programme of events it is important to
discover what other organisations and activities already exist in its area. It is
sensible to avoid any clash with meetings arranged by the Institute of Advanced
Motorists (IAM) as some members belong to both organisations. The ROADAR
and the 1AM should exist comfortably side by side.

3.2 Indoor meetings
These will be an important part of the Group's activities. They require much
thought and effort to maintain and to increase attendances. It can be particularly
difzcult to m aintain a high standard of meeting year after year. It will be helpful to
Group members if the meetings are held regularly on an easily identifiable day(s)
such as, for example the last Monday (or Tuesday) of each month (alternately).
Two particular areas which need attention are (a) choice of venue and (b) choice
of subject.

(a) A suitable venue should take account of

@ the cost of hiring the room. It is not advisable to make a charge to
defray this cost from those attending the meeting owing to possible
infringement of the law, although to offset such costs the Group may
consider organisingmoney raising events.

(i) location . Can the premises be reached easily, are they reasonably
central to the area covered by the Group?

(i) car parking. Do the premises have their own car park or is safe street
parking or a public car park available nearby?

(iv) comfort . Is there sufficient room and suitable seating to accommodate
those attending in at least average comfort?

(V) whether the room can be effectivelyblacked out when videosor slides
are to be shown.

(vi) whether anyvisual aids are available; for example, overhead projector,
dide projector, video projector, Power Point facilities, a board or Yip chart
on which to write. White boards are ideal if suitable pens are available.

(b) Visits by guest speakers can be arranged on several occasions during the

year and these form a pleasing balance with the Group's internal events.
It makes sense to invite speakers who can talk about local matters as well
as those who can discuss topics of national importance. It would be
reasonable to pay expenseand occasionally a fee to a speaker. Such payment
should come from the Group's funds and not from a charge on those
attending the meeting. It is also a good idea to invite members of the Group
to give talks.

A member of the Group may be willing to offer hospitality (perhaps
bed and breakfast) to a speaker who has a long journey. If possible one
meeting each year should be devoted to the presentation of a well known
speaker or one connected with a well knownorganisation. This should
draw a large audience and could be open to the public.

The Chief Examiner, the RSE or local examiners for the Organisation
may be invited to talk about advanced driving/riding or testing. It is
worth having a back-up in case a speaker fails to arrive or is unable to
attend owing to some unforeseen emergency.

6
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3.3 Publicity
(a) Outside the Group
One of the objectives of local Groups is to promote interest in advanced
driving/riding. A useful way of doing this is for the Group to construct its
own website. This can be a fruitful source of contacts and enquiries. If the Group
wishes to have a website it must follow carefully the guidelines in the Appendices.
The Group could also gain publicity from local events such as attendance
at fétes, galas or open days where displays could be mounted, publicity
leaflets given away or even demostration drives offered. Displays could be
mounted in public libraries or business premises. Points to consider are:
@ maintenance of the display, renewal of leaflets etc. Nothing
looks worse than out of date information or tatty notices.
(i) storage
(i) transport,
(iv)  staffing. See also 7.13 and the Appendices about insurance liability.

(b) Within the Group
0] It is important to enlist the help of every member of every grade in
recruiting new members. The circle of acquaintances of all the
membersis vast and represents an asset which ought to be tapped
as thoroughly as possible, thus each member should be encouraged
to bring friends along to the meetings.

(ii) All Group members should be kept fully informed of future plans
and what is happening in the Group. Communication is perhaps
one of the hardest problems which any organisation has to solve. It
is all too easy for feelings of isolation, both of organisers and members,
to set in once the initial excitement has subsided.

@iii)) A very effective method of communication is to collect the email
addresses of all the members and use these to contact the Group
about events and other important matters. In these days of electronic
communication a database of members kept using a computer can be
very useful. Note that in order to comply with the Data Protection Act
members should know that their details are recorded for administration
purposes and they should have the opportunity to refuse their permission
for this. It is also essential that once the information is no longer
required it should be deleted.

(iv) Regular newsletters are well worth the effort of producing them.They
could contain news of Group activities, information from HQ, articles
about driving/riding and road safety, a record of successes in the tests
carried out, a list of the committee members, phone numbers andemail
addresses. It could provide an opportunity for members to air theirviews in
letters and articles. The frequency of production would dependon local
resources. A small but important point is that if a member's letter needs an
answer it should receive one in the next newsletter. Members views and
suggestions should not be ignored. Copies should be sent to the Chief
Examiner, the Development Ofzcer and the GAP member.

(V) A programme which can be issued to all Group members and given
to anyone enquiring about membership is a worthwhile production.
It could show all the Group meetings arranged for the coming year
and its format could be quite small and pocketable such as a folded
card of A6 size.

(vi) Announcements could be made at each Group meeting such as, for
example, test successes since the last meeting, details of the next meeting,
welcome to new members and guests and a clear indication whom they
should see for information.
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Membership recruitment and retention

The expansion and continued growth and development of the ROADAR is dependent
upon two key aspects of membership: viz, retention and recruitment. We emphasise
that RoSPA and hence the ROAD AR are equal opportunities organisations and this must
be evident in the way the Groups are conducted (see 4.4).

4.1 Membership retention
This is a major reason for the existence of local Groups because through
involvement in Group activities members will enjoy a greater range of benefits
from being connected with the ROADAR. The following are suggested to
encourage members to renew their membership both of ROADAR and of the Group:
(i)  Offer assistance to improve their driving/riding, particularly as the time
for their retest approaches. Try to ensure the highest standards of tuition.

(i)  Offer them a high quality programme of events through the year.

(i) Listen to them; both to their suggestions and to their grumbles.

(iv)  Ensure that at Group meetings they are individually welcomed. Ask the
committee members to sit amongst the members and not in a private
huddle. Ask the Group's tutors to encourage their pupils to attend and
to sit with them.

4.2 Membership recruitment
This should be an important objective of all Groups. A Group should therefore
hope to persuade as many people as possible within the Group's catchment area
to become Group members. There may well be many members of the ROADAR
who are not aware of the Group's existence. Recruitment is an essential
contribution which Groups should make towards strengthening their own work
and that of the ROADAR as a whole. It should be clearly brought home to
members that it is everyone's job to recruit new members, not just that of the
publicity ofZzcer and the committee. Suggestions to encourage recruitment include:
()  Word of mouth (3.3 (b) (i)). Taking opportunities to talk to one's friends
and acquaintances can be one of the most effective ways of obtaining
new members.
(i) A publicity officer may be appointed by the committee with the brief
to advertise in the local press, public libraries, open days, galas, local
radio or on TV. Reports of Group activities could be sent to the local
newspapers as press releases. That is not to say that the publicity officer
should be required to do all the publicity in person but should be
responsible for its organisation.
(iii) If the Group has amongst its members Approved Driving Instructors
they could be asked to give to their successful pupils the Group's and
the Organisation’s literature, and perhaps take them along to a meeting.
(iv)  Examiners could be asked to publicise the Group to their examination
candidates.
(v)  Giving public lecture courses can prove extremely useful.

4.3 Associate Membership
In order to become a member of the ROADAR it is necessary to pass the
Organisation‘s advanced driving/riding test. However, people who are not yet at this
standard are the very people that the ROADAR exists to help. Groups may therefore
offer associatemembership to such people with the object of improving their
driving/riding through advice, demonstration and Group meetings until it reaches
the standard where they can achieve membership.

Groups must ensure that the statements in Appendix 4 arefully understood by
members receiving driving/riding assistance from Group tutors. However, the member
should not be asked to sign any document in this connection, though they can sign
to say that they have received the information.

Full members may be given help to improve their existing grade.

8
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4.4

As a general rule associate members should not hold the offices of chairman,
secretaryor training ofZcer except as a temporary expedient to help a newly
formed Group.

Termination of membership

Appendix 2 section 9 refers to expulsion of a member from a Group or from the
Organisation. This may be done if any member brings into disrepute the good
name of the Group or the ROAD AR. In addition to serious driving/riding offences,
other examples can include contravention of the Equal Opportunities legislation
which forbids discrimination on the grounds of gender, race, ethnic origin, religious
beliefs, disability or age. M ore detailed information can be found in the Appendices.

Tuition

51

Training within a Group is provided by Group tutors. There are two levels of

tutor called Approved and Advanced tutors. Initially it is likely that Group tutors

will be Approved tutors and they may if they wish later qualify as Advanced tutors.
Details of the system and of the means of qualiZcation are given in Appendix 6. It is
stressed that, other than diploma holders, only tutors in these two categories will
qualify as Group tutors and be accepted as such by RoSPA.

Finance

6.1

6.2

6.3

6.4

Funds are not allocated to Groups; each Group has to be financially self supporting.
All Groups have to raise money to meet Group expenditure on such items as hire of

halls, speakers' fees and expenses, postage and newsletters and various other expenses.

No contribution to the funds of the ROADAR is expected. The RoOADAR offers a
discount to Groups on test fees paid by Group associate members (6.4 (vi)). Details
of this system are available either from HQ or from the GAP representative.

Management of Group finance
Suitable bank accounts should be opened in the Group's hame. There should be
three signatories officially appointed to sign cheques on behalf of the Group. The
Treasurer should present regular interim statements to the committee at committee
meetings. Groups are strongly advised to consider applying for charitable status.
This would allow them to reclaim income tax paid on investments and to reclaim tax
paid on some subscriptions under the Gift Aid scheme, subject to certain conditions. For
further information see the Appendices.

The Treasurer has overall responsibility for the funds of the Group but the day
to day running of the various aspects of the Group’s finances may be the
responsibility of the individual officer concerned. Thus the test fees and discount
system could be the responsibility of the Training Officer, the accounts for the
sales of goods may be that of the Sales Officer. All money received should be
handed to the Treasurer as soon as possible.

A statement of accounts, correctly audited, should be presented at the AGM and
after having been accepted a copy must be sent to HQ along with a copy of the
minutes of the AGM.

Possible ways of raising funds may be

0] annual subscriptions. The Group may wish to charge a realistic fee to
avoid having to dissipate its energy in other fund raising activities. It may be
thought worthwhile to ask members to pay their subscriptions by Banker's
Order Mandate (Appendices), for which a discount may be considered
worthwhile, as this saves much time trouble and expense in reminding
members to renew their subscriptions (note: thisisnot a Direct D ebit),
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7.1
7.2

8.1

8.2
8.3
8.4

8.5

8.6

8.7

8.8

8.9

(i) properly costed outings which make a profit,
(i)  sales of items such as pens, diaries, sweaters, etc.,
(iv) sales of refreshments at meetings. Jumble sales, raffles,
(v)  sale of ROADAR materials at a small profit,
(vi)  discount on test applications submitted by associate members.

Supplies

Test application forms and Test Guidelines are available from HQ.

HQ will provide some headed notepaper. This must be usedonly for official
letters on Group business requiring formally headed paper. This paper may be
photocopied. HQ may also provide supplies of items referred to in 6.4 (iii) and (V).

General Information

The test standards and guidelines for each of the tests offered (car, motorcycle,
motorscooter, LGV/PCV) are published in separate booklets and are available
from HQ on request.

HQ requests copies of Group newsletters and other material of general interest.
Groups must not be aligned with any political party.

Letters to the press or views expressed in a public setting if done as from a
member of the ROAD AR might be taken as expressing the official ROSPA policy. It is
clearly necessary that the parent organisation should speak with one voice. Whilst
there is no objectionto members contacting the media, questions of policy or
legislation must not be dealt with at local level unless with the written permission
of the Chief Examiner. Further information can be found in the Appendices.

HQ keeps an up to date list of Group ofzcials. Forms for this purpose can be
obtained from HQ. Changes must be notified to HQ promptly on this form.

The Organisation encourages communication and cooperation between
neighbouring Groups.

We again emphasise that all Groups have a regional representative from the GAP
and we expect that this readily available source of help and information will be the
Zrst line of enquiry and used freely.

For insurance purposes HQ must always be in possession of an up to date list of
diploma holders and approved and advanced tutors for each Group which undertakes
driving/riding assistance.HQ will supply the correct form for completion by Groups.
The form must be completed afresh and returned promptly when changes are made.
Note: When Group tutors reach their seventy-Zfth birthday if such tutors wish to
continue in that role, and if in the opinion of the Training Ofzcer they remain
competent to do so, RoOSPA HQ must be informed of this. Their suitability must

be reaffirmed annually by the Training Ofzcer. This information is not optional,

it is a requirement of ROSPA's insurers.

Asmentioned above (1.2 & 4.1 (i)) alarge and important part of the Group's activitiesis

likely to be the offering of advice and assistance to associate and other members.

When doing this the following criteria must be observed:

(i)  There must be no charge made to the associate or other members for this
assistance.

(i) It must be understood by drivers/riders that such assistance is carried out
solely under their own responsibility (Appendices).
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(iii) Tutors should satisfy themselves that the driver/rider has adequate insurance
cover (Appendices) and a valid driving licence and MoT certificate if
appropriate. Although there is no need to check these every time the tutor drives
with a member, it should be done at the beginning of the course and if the
member's car is changed.

(iv)  For the Zrst meeting between the tutor and the associate the tutor must be
clear about the meeting place and the recognition of each other. The tutor
should select a safe public area if the meeting is not at zxed premises.

8.10 The test may be taken using any motor vehicle. In all cases the driver/rider must
have a full licence for the vehicle on which the test is carried out. It must also be
made clear that the type or capability of the vehicle used does not limit the
grading which can be achieved. However, to beable to pass at gold standard the
candidate must demonstrate an ability to drive at thenational speed limits and so
the vehicle used must allow this.

8.11 For the purposes of public liability insurance all events organised in the name of
the ROADAR should be notified to HQ along with details of the event and the
name of one member who will be taking responsibility at the event. (Appendices)

8.12 The Group's constitution should include the procedure for the expulsion of members.

8.13 In the unfortunate event of a Group's closing down, its assets must all be transferred
to RoSPA and not disposed of privately. (Appendices relating to Constitutions)

8.14 Groups may benezt from having their own internet websites. Guidelines for these are
given in the Appendices.

8.15 Some Groups may wish to seek sponsorship. Advice is given in the Appendices.

8.16 A mailing list is available to members of the Organisation including Group
associate members and serves as a discussion forum. T he Appendices give full details.

8.17 It will be clear from what has been stated earlier that a full member of the
RoADAR will usually pay two subscriptions each year, one to the ROADAR,
which is usually due on the anniversary of the initial test, and one to the local
Group, usually due at the start of the Group's Znancial year.
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Appendix 1

Example of an application form for membership of a
local Group

Membership of the . . . Group is open to all members of the Organisation, particularly those in

. and the surrounding area. Group associate membership is open to anyone with an interest
in better driving/riding, especially those who wish to take the Organisation‘s advanced
driving/riding test. The Organisation and its local Groups exist in order to promote road safety
through the improvement of driving/riding standards.

The ... Group holds monthly meetings at . . . with speakers, discussions, videos etc. on
subjects of interest to anyone concerned with better driving/riding and road safety. The
meetings also provide opportunity for members to raise matters of interest for discussion.
Advice and assistance are freely available on request at Group meetings to enable members to
take the advanced driving/riding test of the Organisation either for the first time or to improve
their grading if they are already members.

Newsletters are distributed from time to time which give details of meetings and other
matters relevant to the Group. All full members receive the RoSPA two monthly publication
Care on the Roadl'he annual Group subscription covers the costs of administration including
the production and distribution of newsletters.

If you would like to join us please complete the attached form and send it along with your
remittance to the Treasurer. Cheques should be made payable toThe ... Group RoSPA
Advanced Drivers and Riders.

| wish to become a *Full/Associate/Intermediate Associate Member of the . ..
Group of the RoSPA Advanced Drivers and Riders. | understand that subscrigions
aredue annuallyon . ... | encloseacheque for an annual subscription of . . ..

I understand that my membership record may be held on computer but that it will be
used only for administration. | am a car driver/motorcycle rider.*

| enclose a cheque for. . . .

name

address

postcode telephone

email:
date

* Please delete what is not applicable
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Appendix 2

The Constitution of the RoSPA Advanced Drivers and Riders

1 Name
The organisation shall be known as the Royal Society for the Prevention of Accidents
Advanced Drivers and Riders.

2 Status
The Royal Society for the Prevention of Accidents Advanced Drivers and Riders,
hereafter called sthe Organisation‘ or (ROADAR', is a voluntary association of people
who have an interest in promoting the Society's advanced driving/riding test.

3 Aim
The aim of the Organisation is to enhance road safety and reduce accidents by raising
driving and riding knowledge, standards and skills through promoting and increasing
the number of people taking the Organisation‘s advanced test. This aim supports the
mission of the Society which is to prevent accidents and to enhance the quality of life
by exercising a powerful inYuence for accident prevention.

4 Objectives
4.1 To reduce accidents by improving driver/rider performance and road behaviour.

4.2 To set and promote standards for advanced driving/riding.
4.3 To increase the number of people taking the advanced driving/riding test.

4.4 To provide graded driving and riding standards against which to measure
performance of drivers and riders submitting themselves for the advanced test.

4.5 To provide a system of triennial retests to conzrm standards or improve upon
members' previous test performances.

4.6 To provide a written report on a candidate‘s performance on test.
4.7 To provide other services aimed at promoting the overall aim of the Organisation.

5 Membership
5.1 Full membership is open to all people who have passed the Organisation‘s advanced test.

5.2 Continued membership is dependent on members paying the annual subscription
and passing the triennial retest on the due date.

5.3 In exceptional circumstances if the member wishes to defer the retest for a specizc
reason such as iliness, a postponement of up to three months may be allowed on
application in writing to the Chief Examiner. Written notification of the result of the
application for an extension of the retest period will be sent to the applicant.

5.4 If the Zrst due retest is not taken after three months the member will be removed
from the membership list of the Organisation. If a member, having taken the Zrst
due retest, fails to take a second or subsequent retest, that member will be withdrawn
from full membership and designated an untested member until a retest is taken.

5.5 Group members who are associate members may not become Chairman, Secretary,
or Training OfZcer for the | ocal Group committees except in circumstances outlined in
paragraph 4.3 on page 9 and 6.2 below.

5.6 A member of the Organisation shall inform the Chief Examiner, in writing, of any
conviction which attracts a mandatory driving licence endorsement. The Chief
Examiner may, depending on the circumstances, suspend for a specizc period or
expel the member from the Organisation.
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5.7 The Chief Examiner may expel any member from the Organisation for misconduct
which is likely to be prejudicial to the aim or the reputation of the Organisation.

5.8 The Chief Examiner may, if there are ongoing enquiries into the circumstances
outlined in paragraphs 5.6 and 5.7, suspend a member pending the outcome of
those enquiries.

5.9 The Chief Examiner may, when considering whether to suspend or expel a

member, invite them to submit their views in writing before arriving at his decision.

5.10 The Chief Examiner may, in conzdence, consult with members of the Groups’
Advisory Panel before arriving at his decision. He will inform the Organisation’s
Management Committee of the outline of the case and his decision.

Groups
6.1 Local Groups may be formed but their constitution must be approved by the
Chief Examiner before they use the Organisation‘s name or logo.

6.2 The Chief Examiner may grant a probationary approval period to allow new
Groups to become established.

6.3 Local Groups should follow the Guidelines for the organisation of local Groups of the

Organisation and the sample constitution below.

6.4 The Chief Examiner may withdraw from a local Group permission to use the
Organisation‘s name if its aims or actions are prejudicial to the aim of the
Organisation or if it persistently acts outside the Organisation‘s constitution.

6.5 Resources of a dissolved Group shall be transferred to the Society.

Amendments to the Constitution

The Constitution and Terms of reference of the Organisation are at the sole discretion
of the Society. Amendments to the Constitution or Terms of Reference should follow
consultation with the Groups* Advisory Panel and the Organisation‘s Management
Committee and its advisory panels.

The Organisation's Management Committee shall meet twice each year. Its
membership is by invitation of the Society through the Chief Examiner who shall,
following consultation with the Committee, review its constitution triennially.

Membership of the Management Committee shall comprise:

Head of RoSPA Road Safety Department

Head of Training — Driver and Fleet Solutions

Chief Examiner

Advanced Drivers and Riders Development Manager
Advanced Drivers and Riders Development Ofzcer
Advanced Drivers and Riders Administration OfZcer

Details about the Groups' Advisory Panel are given in Appendix 3

The President of RoSPA, the Chief Executive and Deputy Chief Executive shall be
entitled to attend any committee or advisory panel meeting.

Example of a Constitution for a Group

1

Identity

The name of the Group shall be the . . . Group of the RoSPA Advanced Drivers and
Riders (hereafter called sthe Group).

Aims

The aims of the Group shall be to encourage interest in road safety, to improve
driving/riding standards and in particular to help drivers/riders pass the Organisation’s
advanced driving test.

Group Guidelines 01/2010
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Membership

Application for membership is open to all members of the RoSPA Advanced Drivers
and Riders Organisation, that is anyone who has passed the Organisation‘s advanced
driving/riding test at any grade, on payment of an annual subscription the amount of
which shall be determined by the Group‘s committee. All subscriptions become due
on ... each year. Associate membership of the Group is open to people who wish to
take the Organisation‘s advanced driving/riding test. Intermediate associate membership
is open to those aged from seventeen to twenty-one inclusive.

Voting
People aged eighteen and over in all grades of membership and whose subscriptions to
the Group are current are entitled to vote.

Committee

The management of the Group shall be vested in a committee consisting of a chairman,
a secretary, a treasurer, a training officer, and up to ten other elected members, albeing
aged eighteen or over. The committee shall be elected annually at a general meeting of
the Group and shall consist of no more than fourteen members. T he committee shall meet
at intervals of approximately one month and at least ten times in any twelve month period.
The meetings are to be called by the chairman with a notice of at least two weeks. The
secretary shall have the responsibility for the keeping of minutes. Each member has a
vote on all matters. Five members shall constitute a quorum.

President
The committee may appoint a suitable person to be a non executive President of the
Group. The President shall not therefore be a trustee and shall have no voting rights.

Responsibilities of the committee

The committee shall have power to:

()  co-opt any member of the Group for a special purpose, the tenure of such
a co-opted member to terminate at the next AGM,

(i)  fill any casual vacancy which may occur in any office or in order to make
up the number of its members,

(i)  make standing orders for the governing of the Group provided that they
shall not be inconsistent with the provisions thereof,

(iv)  be responsible for the normal running of the Group and its activities,

(v) putforward to the Group the names of persons who have served the Group
well for election to Honorary or Life Members as the Group may determine.

Finance

The committee shall open banking or other accounts in the name of the Group with
such bank and/or similar organisation as the committee may select. Monies received by
the officials of the committee on behalf of the members of the Group or others shall be
paid into such account or accounts. Cheques shall be signed by any two of three named
officers of the committee. The treasurer shall be responsible for reimbursing any out-of-
pocket expenses incurred by a member of the committee while on committee business.

General Meetings

An Annual General Meeting shall be held . .. and this shall be summoned in writing
at least three weeks before the appointed date. Two thirds of the membership present
and voting shall form a quorum at the AGM or at any Special General Meeting. The
secretary shall be responsible for summoning general meetings and for the keeping of
minutes of a general meeting. The treasurer shall be responsible for arranging an
annual audit of the accounts and shall present the audited accounts at the AGM.

Amendment

Alteration to this Constitution shall receive the assent of two thirds of the members
presentand eligible to vote at an Annual General Meeting or a Special General Meeting.

A resolution for the alteration of the Constitution must be received by the secretary at
least twenty-one days before the meeting at which the resolution is to be brought forward.
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At least fourteen days notice of such a meeting must be given by the secretary to the
membership and must include notice of the alteration proposed, provided that no
alteration to clause 2, clause 12 or this clause shall take effect until the approval in writing
of the Charity Commissioners or other authority having charitable jurisdiction shall have
been obtained and no alteration shall be made which would have the effect of causing the
Group to cease to be a charity in law.

Expulsion

If a member of the Organisation is convicted of a serious trafzc offence the Chief
Examiner may expel them from membership. If this occurs the Group committee must
remove the person from full membership of the Group. At a later date to be decided by
the committee that person may be admitted to associate membership of the Group.

If an associate member is similarly convicted of a serious trafzc offence the Committee
has the power to expel them from the Group. Their rejoining the Group after a suitable
time will be at the discretion of the committee. The committee must discuss such cases
with HQ before taking any action. The committee has the power to expel any associate
or full member from membership of the Group for misconduct prejudicial to the aims

of the Group or of the Organisation but such persons should be given the opportunity
to present their case to the committee.

Dissolution

The Group may be dissolved by a resolution passed by a two-thirds majority of those
present and eligible to vote at a Special General Meeting convened for the purpose of
which twenty-one days notice shall have been given to the members. Such resolution
should give instructions for the disposal of the assets held by or in the name of the Group,
provided that if any property or assets remain after the satisfaction of all debts and
liabilities such property shall not be paid to nor distributed among the members of the
Group but must be given or transferred to the Royal Society for the Prevention of
Accidents (Registered Charity No 207823) or to such other charitable institution or
institutions having aims similar to some or all the aims of the Group as the Group may
determine and if and in so far as effect cannot be given to this provision then to some
other charitable purpose.
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Appendix 3
RoSPA Advanced Drivers and Riders Groups' Advisory Panel

1  The name of the panel is the Royal Society for the Prevention of Accidents Advanced
Drivers and Riders Groups‘ Advisory Panel (Hence referred to as the GAP).

2  This document is intended to give general information to Groups and guidance to
members of the GAP to enable them to fulzl the duties of a GAP member.

3 The aim of the Panel is to represent and reYect the views of the Organisation’s local
Group membership.

N

The objectives of the Panel by which the aim should be achieved are:
« to represent and reYect the views of the local Groups to RoSPA Headquarters,
the Chief Examiner and the ROADAR Management Committee,

* to advise and prepare recommendations to the ROADAR Management Committee
about the continued development of the Organisation,

* in conjunction with the ROADAR Development Manager and Development OfZcer
to establish new local Groups in areas where there are none,

» to keep regular contact with the local Groups in each area, acting as a link between
individual members of ROADAR and Headquarters,

* to canvass the views of local Groups and to keep them informed about the policies,
objectives, good practices and development of the Organisation.

5 An important part of the GAP member‘s programme is to hold an annual meeting of all
the Groups in the member's region. It is considered highly desirable that these meetings
are established as they replace the conferences which were held in the past. They form a
valuable means by which individual Group members can make their views known and by
which Headquarters can clarify points of difference or difzculty.

6 Membership of the GAP is by invitation of the Chief Examiner. The composition of the
GAP should include a motorcycle member.

7 Normally the GAP will meet twice each year. Minutes of the meetings shall be taken and
copies sent to each member of the Panel as soon as possible after the meeting. A synopsis
of relevant factual items in the minutes may be circulated by the GAP members within
their region.
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Appendix 4

Important information which should be understood by a
Group member when requesting and receiving
driving/riding assistance

(@)

(b)

(€)

(d)
(e)

You are deemed to be in control of your vehicle at all times and responsible for your
own actions while driving/riding it.

If your tutor gives you an instruction which you feel it is unsafe for you to carry out you
should do what you believe to be safe.

You must hold a full licence and current insurance. Your vehicle must be taxed,
and, if applicable, have an up to date MoT certiZcate. Your tutor may need
to check these documents.

Your eyesight must meet the minimum requirements of the DSA.
Your vehicle must be roadworthy.

The Training OfZcer reserves the right to stop the tuition if:

()
()]

(h)

the student's driving is dangerous.

the student lacks the time to study, practise and meet with the tutor frequently
enough to be able to progress with the course.

the student lacks the temperament necessary to proceed with the course.

Group Guidelines 01/2010

19



Appendix 5

Example of a banker‘s order mandate form

RoSPA Advanced Drivers and Riders . . . Group Registered Charity No. ..
website: ...

Please send this form to your Bank

Banker‘'s Order Mandate
block capitals please
To the Manager (your Bank) Bank plc

Postcode

Your Bank sort code if known

Please payto| ... Bank plc: (receiving Bank address)

Sort code (of receiving Bank)

For creditof | ... Group ROADAR
Account number

The sumof | £ : immediately

thereafter | annually on

commencing | --- 201...

until further notice in writing from me/us*.
Please debit my/our* account number
held in the name(s) of

Signature(s)

Date

*Delete as appropriate

This form cancels and replaces any previous instructions for payment to the above
account.
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Appendix 6

Qualizcations for Local Group Car Tutors registered at HQ

To assist training within Groups there are two levels of tutor qualizcation called Approved T utor and
Advanced T utor. Present Group tutors will be deemed to be Approved Tutors, subject to approval by
the Group committee, while present diploma holders will automatically continue in that role.
Eventually, some Approved Tutors may qualify as Advanced tutors.

This scheme is seen as an improvement on previous practice because hitherto there has been no
active system of qualiZcation which is uniform over the whole of the Organisation other than the
requirement to have at least a silver grade. All Group tutors other than diploma holders must
qualify as either an Approved or an Advanced Tutor in order to register at HQ under the ROSPA
Insurance Scheme.

T hisdocument isintended to give details of the qualiZcationsrequired for the two levels of car tutor.

Approved Tutors

The entry level requirement here is a current silver grade although some Groups may set this at
gold grade. The Approved Tutor must have a good working knowledge of The Highway Code and
Roadcraft as the tuition delivered will rest on these books.

Tutorial skills
The candidate must have the ability:
(i) to communicate with associate members (known hereafter as pupils’ for brevity and
clarity) and to explain what is required,
(i) to plan and deliver a lesson, to set learning objectives and structure the lesson with a
logical plan that illustrates pupil/tutor interaction,
(i) to deliver the prepared lesson plan clearly and correctly,
(iv) to assess the pupil's understanding and to verify that learning has taken place by means
of suitable questions,
(v) to provide feedback and speciZc objectives,
(vi) to answer the pupil‘s questions correctly and cleary with due regard for The Highway Code,
Roadcraft and the Test Guiddines
The candidate must be able to demonstrate an ability to tutor at the appropriate level and to give a
commentary drive.
The candidate should be able to demonstrate a range of skills to assess pupil performance
against the standard of the Advanced Test. An important part of tuition for the advanced test is the
ability to diagnose and analyse faults, followed by a plan to correct them.

Assessment

The candidate will be assessed in two areas both of which must be passed before a certiZzcate is
awarded. The candidate will be assessed by an approved diploma holder, an examiner or an
approved advanced tutor. Approval is given by the Groups' Advisory Panel or the Chief Examiner.

(i) He or she will be expected to carry out pre-driving checks and a moving brake test and
then drive at least at silver standard throughout the drive, which will last about one hour.

(i)  The candidate will be expected to give a standard commentary and, in addition, to
demonstrate the ability to instruct by explaining how he or she would teach a particular
topic on subjects chosen by the assessor at a level also chosen by the assessor. The
appropriate levels could be (a) a person new to advanced driving, (b) an associate member
about halfway through the syllabus, (c) a person ready for their Zrst test, or a retest.

As part of the assessment the assessor will ask questions relating to the tuition along with

guestions on The Highway Codeand Roadcraft.

The assessor will notify candidates of their results at the end of the assessment. This will be
conzrmed in writing by the assessor to the Group and by the Group to Headquarters which will
issue a certizcate to successful candidates.
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Retests

The Approved Tutor may be checked from time to time by an approved Diploma holder, an

examiner or an approved advanced tutor and must retain at least a silver grade in retests carried out
at the normal three yearly intervals. The Group must have a system in place to satisfy itself that the
tutor’s skills are maintained.

Advanced Tutors

The overall standard required in each component of the qualiZcation is that of a diploma though

not all elements of a diploma will be required. Before being accepted for advanced tutor training

the candidate should have some experience as an approved tutor in successfully training associates
to test standard. In order to qualify as an advanced tutor the candidate must have successfully
completed an advanced tutor training course. Groups wishing to run advanced tutor training must
Zrst have their proposed training course approved by their GAP representative or, in the absence of
the GAP rep, the Chief Examiner. RoOSPA will charge a fee for the cost of the examination.

For this level a gold standard is required as a starting point and in the examination a gold drive
will be expected throughout. A thorough knowledge of The Highway Codeand Roadcraftis essential.
In addition to the advanced driving requirements mentioned above the candidate must have the
ability to instruct associate members (known hereafter as spupils’ for brevity and clarity) to
advanced test standard.

Presentational skills
This is the ability to communicate with pupils and to explain what is required. These can be
divided into three parts:

Planning The candidate should be able to demonstrate the ability to set learning objectives and
structure the presentation in a logical plan that is timed and illustrates pupil/tutor interaction.
Delivery T he candidate should be able to deliver a prepared lesson plan clearly, correctly and concisely.
Questions The candidate should be able to test the pupil's understanding by means of suitable
guestions. Also, the candidate should be able to answer the pupil‘s questions correctly, clearly and
concisely.

Tutorial skills
The candidate must be able to demonstrate the tuition process at the appropriate level in
accordance with the Tutorial skills listed under Approved Tutors.

He or she should be able to demonstrate a range of skills to assess a pupil‘'s performance against
the standard of the Advanced Test. An important part of advanced tuition is the ability to diagnose
and analyse faults, followed by a plan to correct them.

Examination

The candidate will be tested in three areas by an appointed RoSPA examiner. Each part must be

passed before a certizcate is awarded.

(i) He or she will be expected to do pre-driving checks and a moving brake test and must

drive at gold standard throughout the drive, which will last about one and a quarter hours.

(i) The candidate must give a standard commentary. Also the examiner will ask the candidate
to demonstrate his or her instructional skills by giving an instructional commentary on
subjects chosen by the examiner at a level also chosen by the examiner. The appropriate
levels could be (a) a person new to advanced driving, (b) an associate member about
halfway through the syllabus, (c) a person ready for their Zrst test, or a retest. Also,
guestions about teaching techniques will be asked during the examination.

(iii) At the end of the drive, the examiner will require the candidate to do a written theory test
consisting of 25 objective test questions lasting 30 minutes. These will be based ofihe
Highway Codeand RoadcraftThe pass mark will be 21 correct answers.

The examiner will prepare a report. The candidate will be notized by Headquarters of the results
and Headquarters will issue a certiZcate to successful candidates.
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Retests

These will be carried out by appointed ROSPA examiners at three yearly intervals from the time of
the Zrst test and candidates will be examined on parts (i) and (ii) above but not on part (iii). The
retests will be essential if the tutor wishes to remain on the ofzZcial list.

Qualizcations for Local Group Motorcycle Tutors registered
at HQ

To assist training within Groups there are two levels of tutor qualiZcation called Approved T utor and
Advanced T utor. Present Group tutors will be deemed to be Approved Tutors, subject to approval by
the Group committee, while present diploma holders will automatically continue in that role.

This scheme is seen as an improvement on previous practice because there has been no active
system of qualiZcation which is uniform over the whole of the Organisation other than the
requirement to have at least a silver grade. All Group tutors must qualify as either an Approved or
an Advanced Tutor in order to register at HQ under the RoSPA Insurance Scheme.

This document is intended to give details of the qualizcations required for the two levels of
motorcycle tutor.

Approved Tutors

The entry level requirement is a current silver grade although some Groups may set this at gold
grade. The Approved Tutor must have a good working knowledge of TheHighway Codeand

M atorcyde Roadaraft as the tuition delivered will rest on these books.

Tutorial skills
The candidate must have the ability:

(i) to communicate with associate members (known hereafter as spupils’ for brevity and
clarity) and to explain what is required,

(ii) to plan a practical training session (known hereafter for brevity and clarity as a lesson), to
set learning objectives and structure the lesson with a logical plan that illustrates
pupil/tutor interaction,

(iii) to execute the prepared lesson plan clearly and correctly,

(iv) to assess the pupil's understanding and to verify that learning has taken place by means of
suitable questions,

(v) to provide feedback and set specizc objectives,

(vi) to answer the pupil's questions correctly and cleary with due regard for The Highway Code

M atorcyde Roadaraft and the T est Guidelines.

The candidate must be able to demonstrate an ability to tutor at the appropriate level and should
be able to demonstrate a range of skillsto assess pupil performance against the standard of the
Advanced Test. An important part of tuition for the advanced test is the ability to diagnose and
analyse faults, followed by a plan to correct them.

Assessment

The candidate will be assessed in two areas both of which must be passed before a certiZzcate is
awarded. The candidate will be assessed by an approved diploma holder, an examiner or an
approved advanced tutor. Approval is given by the Groups' Advisory Panel or the Chief Examiner.

() He or she will be expected to carry out pre-riding checks and a moving brake test and
then ride at least at silver standard throughout the ride.

(i) The candidate will be expected to demonstrate the ability to tutor. This should be
achieved through role play in one of two ways: (i) the assessor may take the part of the
pupil or (ii) a third rider may act the role of the pupil. The appropriate levels at which this
may be done could be (a) a person new to advanced riding, (b) an associate member
about halfway through the syllabus, (c) a person ready for their Zrst test, or a retest.

As part of the assessment the assessor will ask questions relating to the tuition along with
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guestions on The Highway Codeand Motorcycle Roadcraff.he whole assessment will last up to
1%hours.

The assessor will notify candidates of their results at the end of the assessment. This will be
conzrmed in writing by the assessor to the Group and by the Group to Headquarters which will
then issue a certiZcate to successful candidates.

Retests

The Approved Tutor may be checked from time to time by an approved Diploma holder, an
examiner or an approved advanced tutor and must retain at least a Silver grade in retests carried
out at the normal three yearly intervals. The Group must have a system in place to satisfy itself that
the tutor's skills are maintained.

Advanced Tutors

Before being accepted for advanced tutor training the candidate should have some experience as an
approved tutor in successfully training associates to test standard. In order to qualify as an
advanced tutor the candidate must have successfully completed an advanced tutor training course.
Groupswishing to run Advanced T utor training must Zrst have their proposed training course

approved by their GAP representative or, in the absence of the GAP rep, the Chief Examiner.

RoSPA will charge a fee for the cost of the examination.

For this level a Gold standard is required as a starting point and in the examination a Gold ride
will be expected throughout. A thorough knowledge of The Highway Codeand Motorcycle Roadcraft
is essential. In addition to the advanced riding requirements mentioned above the candidate must
have the ability to instruct associate members (known hereafter as ¢pupils’ for brevity and clarity) to
Advanced Test standard.

Presentational skills

This is the ability to communicate with pupils and to explain what is required. These can be
divided into three parts:

Planning The candidate should be able to demonstrate the ability to set learning objectives and
structure the presentation in a logical plan that is timed and illustrates pupil/tutor interaction.
Delivery The candidate should be able to deliver a prepared lesson plan clearly, correctly and
concisely.

Questions The candidate should be able to test the pupil's understanding by means of suitable
guestions. Also, the candidate should be able to answer the pupil's questions correctly, clearly and
concisely.

Tutorial skills
The candidate must be able to demonstrate the tuition process at the appropriate level in
accordance with the Tutorial skillslisted under Approved Tutors.

He or she should be able to demonstrate a range of skills to assess a pupil‘'s performance against
the standard of the advanced test. An important part of advanced tuition is the ability to diagnose
and analyse faults, followed by a plan to correct them.

Examination
The candidate will be tested in three areas by an appointed RoSPA examiner. Each part must be
passed before a certizcate is awarded.

(i) He or she will be expected to do pre-riding checks and a moving brake test and must ride
throughout at Gold standard.

(i) The candidate must demonstrate the ability to tutor. This should be achieved through role
play in one of two ways: (i) the assessor may take the part of the pupil or (ii) a third rider
may act the role of the pupil. The appropriate levels at which this may be done could be
(a) a person new to advanced riding, (b) an associate member about halfway through the
syllabus, (c) a person ready for their Zrst test, or a retest.

As part of the assessment the assessor will ask questions relating to the tuition along with
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guestions on The Highway Codeand Motorcycle Roadcraft.

(i) The examiner will require the candidate to do a written theory test consisting of 25
objective test questions lasting 30 minutes. These will be based ofhe Highway Codeand
Motorcycle Roadcraffhe pass mark will be 21 correct answers.

The whole assessment, excluding the written test, will last up to 1% hours.

The examiner will prepare a report. The candidate will be notized by Headquarters of the results
and Headquarters will issue a certiZzcate to successful candidates.

Retests

These will be carried out by appointed RoOSPA examiners at three yearly intervals from the time of
the Zrst test and candidates will be examined on parts (i) & (ii) but not (ii i) above. Retests will be
essential if the tutor wishes to remain on the ofzZcial list.

Appendix 7

Suggested responsibilities of officers of a Group

The important word here is *Suggested‘ because since members of Groups have different
strengthsand abilities a Yexible approach is needed.

President
As this is normally not an executive post it may be considered worthwhile to invite a local
person in a prestigious position in the community or the police service to accept the position.

Chairman

Co-ordinate Group activities

Introduce meetings and speakers and arrange votes of thanks
Call and chair committee meetings

Liaise with other Groups and the GAP representative

Secretary

Deal with correspondence relevant to the Group

Ensure that minutes are taken of all ofZcial meetings and distribute them to committee members
Arrange requirements of speakers for lectures and for hospitality if needed

Training Officer

Maintain a list of tutors and ensure that HQ has a current list

Ensure that they are competent to assist Group membersto reach the standard of the ROAD AR test
Receive requests for assistance from full and associate members wishing to improve their
driving/riding ability

Allocate such members to suitable tutors

Oversee the efficient running of the advisory system, arranging meetings for the purpose as
required

Report at regular intervals to the committee

Ensure that all tutors have qualized under the scheme given in Appendix 5 and meet one of the two
criteria below:

() A holder of a ROADAR Diploma or police advanced instructor's certificate

(i) A person holding a current ROADAR pass at silver or gold standard and who has
received a course of training in instructional techniques from the training officer
or other suitably qualified person to reach the level of Approved or Advanced tutor.

Treasurer

Monitor the finances of the Group
Keep accounts

Pay accounts by cheque as needed
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Pay expenses of officers and speakers

Oversee financial subdivisions such as sales, test fees, etc.
Prepare an annual balance sheet

Ensure the accounts are audited annually

Sales Officer

Maintain an adequate supply of stock items for sale

Arrange for the sale of items at Group meetings or public occasions where the Group is represented
Keep accounts under the overall supervision of the treasurer

Organise suitable fund raising events if such are needed

Publicity Officer

Send information about Group activities to the Press

Answer gueries from the Press concerning Group activities

Place advertisements in the Press and other appropriate places

Design posters for indoor meetings or open days

Organise displays at Group and public functions (liaise with HQ about insurance)
Arrange refreshments at Group meetings

Appendix 8

Charity registration and Gift Aid
All Groups are strongly urged to apply for charitable status.

Advantages of being a registered charity include the following:
(i) Many subscriptions are eligible for Gift Aid. This means that any tax paid on a
subscription can be reclaimed for the benezt of the charity i.e. the Group.
(i) Interest earned on investments is free of tax.
(i)  Charitable status confers a certain amount of credibility on the organisation.
This can be useful if the Group wishes to seek sponsorship or publicity.

A charity must register with the Charity Commissioners if it has a total income of more than
£5000 a year. For the purposes of the Charities Act 1993 local Groups will be included in this
requirement.

In order to achieve registration it is essential that the Group has a Constitution. This is an
important document as it is the instrument of government for the trustees. A Group’s committee
can act as trustees. The committee collectively is responsible for ensuring that the Group acts
within its constitution and complies with current charity law.

A starting point for a constitution is given in Appendix 2. Certain people are disqualized from
acting as trustees. These include people under 18 years of age, people with current convictions for
dishonesty, and undischarged bankrupts.

HM Revenue & Customs has extended the scope of Gift Aid. For this purpose most subscriptions
are regarded as donations and each tax paying member may be invited to complete a simple
declaration which gives permission for the Group to request an appropriate refund each time a
donation is made. Each declaration will last indefinitely but will cease to be effective if the member
(i) requests it, (ii) stops paying subscriptions, (iii) stops being a tax payer.

Groups wishing to claim Gift Aid on subscriptions must be aware of two restrictions. First, the
member for whom the Gift Aid is being claimed must not have received from the Group any gifts
whose value amounts to more than 25% of the subscription as this is considered to be a beneZzt to
the member which is not permitted as the claim is for a gift to the Group (An example may be the
practice of giving a copy of Roadcraftto a new associate member as its cost is likely to exceed 25%
of the assaociate's subscription). Secondly, a member receiving from the Group a course of
instruction or tuition is also considered to be receiving a benefit from the Group rather than
making a gift to the Group and so as above the subscription does not qualify for Gift Aid.
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RoSPA therefore recommends Groups not to claim Gift Aid on the subscriptions paid by
associate members, only on those from full members.

There is much useful information and guidance on the HMRC website about how and under what
conditions a Group can claim tax back. Groups can inform themselves of this information by
following the links below:

www.hmrc.gov.uk/charities p
Gift Aid Scheme for charities and CASC (CASC is irrelevant but is in the title) p
Gift Aid rules in speciZc situations p

Membership subscriptions
(summary) Membership subscriptions that do qualify for Gift Aid
Membership subscriptions that don‘t qualify for Gift Aid

(move to end of section to link entitled:)
Read more about membership subscriptions in the detailed guidance notes
(read paragraph 3.46.8 in these notes which deals with tuition)

For reference to donations return to:
Gift Aid Scheme for charities and CASC p
Providing beneZts in return for donations: rules and limits p

Limits on the value of benezts
(This explains the 25% limit referred to above)

Any Group which is uncertain about the legality of a claim, should seek advice either from the GAP
member or from Headquarters.

Further general information is available from the charity commissioners at any of their main
centres. You will Znd that the staff are friendly and helpful. There is also a regular newsletter and
informative websites at www.hmrc.gov.uk/charities and www.charitycommission.gov.uk. Groups are
strongly recommended to consult these for up to date information.

London Liverpool Taunton Newport
) ) WoodZeld House 8th Floor
30 Millbank 12 Princes Dock .
LONDON bri Parad Tangier Clarence House
SWLP 4ADW Lln\/né;io?)ri € TAUNTON Clarence Place
L3 1DE TA1 4BL NEWPORT
NP19 7AA

Telephone Enquiries: for all general Charity Commission enquiries: call the contact centre on
0845 300 02 18

Groups are recommended to appoint a full member to be Gift Aid OfZzcer who can administer
the scheme as it can involve a moderate amount of administration to enable the Group to
beneZt fully from the scheme.

Application

It is sufZcient to include a brief description and request with a new member‘s application form.
This saves paperwork as the Treasurer has only to pass the information to the Gift Aid Ofzcer.
A suggested form of words is given below:
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Taxpayers can help the Group, without cost, under the Gift Aid Scheme whereby tax paid on donations
and certain subscriptions can be reclaimed from HM Revenue & Customs.

Please tick one box and we will do the rest.
Please treat all gifts of money that | make today and in the future as Gift Aid donatior

inappropriate

declined

You must pay an amount of income tax and/or capital gains tax in each year at least equivalent to the tax
that ... Group of ROADAR will claim from HM Revenue and Customs on your Gift Aid donations.

Please notify .. Group RoADAR if you:

1 want to cancel this declaration,
2 change your name or home address,
3 no longer pay sufzcient tax on your income and/ or capital gains.

If you have any questions about the Gift Aid Scheme please contact the Gift Aid Ofzcer: ...
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Appendix 9
RoSPA insurance cover for Groups

The certizcate Blueﬁn

A certiZcate of insurance is issued annually and runs from 31 May to 30 May the following

year. Copies of the certiZcate are available from the Administration OfZcer at ROSPA
Headquarters.

Guide to the Insurance Cover

ROADAR

(RoSPA Advanced Drivers and Riders)

Applicable from 1st June 2009 to 31st May 2010

This document is a guide only and has been produced in plain English, avoiding technical
terminology where possible, for ease of understanding. The information given in this
document is only an outline of the cover provided. The policy documents provide full

details of the policy cover, exclusions and conditions and are available from Bluefin
Insurance Services Limited on request.

Prepared by: Bluefin Insurance Services Limited
Telephone: 0121 456 1460
Fax: 0121 456 1464
Web: www.bluefingroup.co.uk
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Activities Covered by Your Insurance
ROSPA has arranged for specific insurance cover which is designed to cover activities that a voluntary
association of people who have an interest in promoting the Royal Society for the Prevention of
Accidents Advanced Drivers and Riders driving or riding tests would be expected to participate in.
In addition, this includes attendance at shows and exhibitions.
Certain activities are not automatically covered and must be referred to Bluefin in advance.
1. Off Road or Circuit Training.
2. Fundraising activities since this is outside ROADAR Policy.
The policies arranged are legal contracts and the Insurers must be advised of any facts that increase
the risk. If you are unsure whether an activity that you are proposing will be covered or whether any
changes to your business is material, please contact Bluefin Insurance Services Limited.

For the purpose of this guide Employers Liability Cover is not provided for ROADAR.

Bluefin Insurance Services Limited is also able to offer advice regarding any additional cover that your
Group may require.

Claims

Please notify Bluefin Insurance Services Limited, immediately, of any incident that may give rise to a
claim.

Bluefin Insurance Services Limited
Fifty4 Hagley Road
Edgbaston Road

Birmingham

B16 8PE

Telephone 0121 456 1460
Fax 0121 456 1464

You will be given help with how to proceed and forwarded a claim form, if appropriate.
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Professional Risks

What is covered?

An indemnity is provided to ROADAR or any director, member or employee against claims made
during the period of insurance for any actual or alleged negligent act, error or omission by ROADAR
or any director, member or employee in the provision of RoSPA's advanced driving and riding
techniques.

Limit of Indemnity

£5,000,000 inclusive of costs and expenses for any one occurrence and in total during any period of
insurance.

Where Cover Applies/Jurisdiction

Worldwide excluding claims bought in the USA/Canada.
Excess
Insurers will not pay the first £2,500 of any claim however, RoOSPA will meet this cost on behalf of the

Group.

What is not covered?

Claims arising from a cause where cover is provided under another policy within ROADAR's
arrangements.

Contractual liability resulting from any agreement into where liability exceeds ROADAR's liability
had such an agreement not existed.

Indemnity will not be provided to a person committing or condoning a dishonest, fraudulent,
criminal or malicious act or omission.

Any fire, penalty or non-compensatory damages.
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Public & Products Liability

What is covered?

Legal liability to pay damages if the Group causes accidental bodily injury including death, iliness,
disease or nervous shock to any person other than an Employee or damages their property either in
the course of its activities or as a result of products sold or supplied.

Legal liability for accidental damage to:

a) hired or rented premises but excluding additional liability imposed by a hire or rental agreement

b) employees and visitors vehicles or personal belongings that are in your custody and control
unless loaned, leased or hired to you.

Legal defence costs arising from breach of the Consumer Protection Act 1987, Food Safety Act 1990
and Health and Safety legislation.

Limits of Indemnity

Public Liability £10,000,000 any one occurrence, unlimited in any period of insurance.

Products Liability £10,000,000 any one occurrence and for the total claims made under the
policy during any one period of insurance.

The policy will usually allow the claimant’s costs and expenses in addition to the Limit of Liability

(other than for pollution and products to which a single aggregate policy limit including defence
costs apply).

Where Cover Applies/Jurisdiction

Worldwide excluding claims bought in the USA/Canada.
Excess
£250 each and every occurrence in respect of Property Damage only. RoSPA will meet the cost on

behalf of the Group.

What is not covered?

Liability arising from:

» The ownership, possession or use of any motor vehicle, trailer or plant where compulsory
insurance is required by road traffic legislation (see Motor Insurance section).

 Error, omission or neglect arising from any advice given (see Professional Risks section).

* Arising from loss of or damage to Buildings or other Property you own or are responsible for and
for which separate cover should be arranged.

* Injury sustained in connection any offshore accommodation, exploration, drilling or production rig
or platform or support vessel.

* Arising from contractual liability or recall of any products.

» Fines, damages and penalties.
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Motor Insurance

What is covered?

RoSPA has a Motor Fleet policy that provides Comprehensive cover for any private car owned by or
hired or leased or loaned to them for business purposes.

The policy includes legal liability for death or bodily injury to third parties for an unlimited amount
and for damage to third party property up to a maximum of £50,000,000.

Any requests for cover for vehicles owned by or hired or leased or loaned to ROADAR Groups should
be made to ROADAR Headquarters in advance.

Events

If cover is required for a vehicle or a specific event involving the use of vehicles such as stry drive’,
where cover is not being provided by the Organiser, full details must be provided to ROADAR
headquarters in advance.

Where cover is provided by the Organiser of an event, the Group should request written evidence

including the name and address of the Insurer, policy number and any limits that apply.

Training/Assessment Drives

The responsibility for compulsory road traffic insurance and for the vehicle itself rests with the
owner/driver. Itis recommended the ROADAR trainer inspects the individuals Certificate of Motor
Insurance for validity purposes.

In the event of injury to a tutor during a training/assessment drive, any claim for compensation must
initially be directed either:

a) if the driver being tutored/assessed was at fault, as a passenger liability claim to the motor
insurer of the vehicle being used for the training drive

b) if a third party was at fault, to their motor insurer.

Any claim received from a third party involved in a collision should be directed to the motor insurer of
the owner/driver's vehicle however, in the event that there is no cover in place, the third party section
of the motor fleet policy will respond. In these circumstances, the indemnity provided will include
legal defence costs.

Please note cover only applies in Great Britain, Northern Ireland, the Isle of Man or the Channel
Islands. There is no cover outside these specified areas.
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Personal Accident Insurance

Who is covered?

ROADAR Instructors, Examiners and Promoters up to age 80.

What is covered?

Accidental Bodily Injury resulting in death or disablement irrespective of negligence.

When are they covered?

While you are carrying out your official duties.

At any time while you are on a RoSPA premises to carry out your official duties.

While you are travelling between your place of residence and place of work.

While you are travelling between your places of work where the travel is at the expense of ROSPA.
Cover only applied under each section when carrying out work for ROADAR.

Benefits Payable

Death £ 100,000
Loss of one eye or one limb £ 100,000
Loss of both eyes or two or more limbs, or loss of one eye and one limb £ 100,000

Loss of speech £ 100,000
Loss of hearing in both ears £ 100,000
Loss of hearing in one ear £ 25,000
Permanent Total Disablement from usual occupation £ 100,000
Temporary Total Disablement from engaging in usual occupation £ 50 per week
Benefit period 104 weeks

Medical Expenses incurred in connection with a claim under these Benefits (subject to limits and
restrictions)

Please note that the benefits are payable to the Society.

What is not covered?

Death or disability occurring more than 24 months after the accident.

» War or Terrorism involving a nuclear, chemical or biological incident.

» Sickness or disease, any naturally occurring condition or degenerative process.
Intentional self-injury and suicide or attempted suicide.

» Travel Insurance.
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Equipment

What is covered?

Accidental loss or destruction of, or damage to RoSPA's property (excluding computer equipment) in
the control of ROADAR Groups.

Sum Insured

£2,019 per location.

Where is it covered?

Anywhere in the UK including in transit.

Excess

Insurers will not pay the first £50 of any claim. This cost will be met by RoSPA.

What is not covered?

» Property owned by the ROADAR Group or their members. Please contact Bluefin if cover is
required.

» Damage to moveable property in the open by wind, rain, hail, sleet, snow, flood or dust.
» Unexplained disappearance or inventory shortage.

» Gradual deterioration or wear and tear, corrosion, rot, dampness, scratching, vermin, insects,
mould or fungus.

» Theft which does not involve forcible and violent entry into or exit from a building or from yards,
open sided buildings, compounds or other open spaces.

» Theft by any person lawfully on the premises.

e Theft or attempted theft from an unattended vehicle.
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Insurance and demonstration drives

Our insurance company has advised RoSPA that all tutors should notify their insurance
company that whilst acting as volunteers on behalf of RoSPA, they may occasionally show
associate members how they drive or ride as part of the process of preparing them or
encouraging them to take the advanced driving test. Some insurance companies may view this
as coming within the deznition of a business activity and insist that it is included within the
policy.

In order to ensure that a proper explanation of the role of the tutor in these circumstances is
provided to insurers, a standard letter has been prepared in consultation with our insurance
advisors and appears below.

This applies to tutors giving demonstrations in their own cars and also to motorcycle tutors
demonstrating on their bikes. Tutors should not engage in this activity until conZzrmation has
been received from their insurer. Please ensure that all tutors in your Group have received this
information.

Letter for Group Tutors to provide to their insurer

Dear Sirs

RoSPA Advanced Drivers and Riders — re policy number:
HU P16 1497878

This letter is to inform you of my voluntary activities as a tutor for my local Group of The Royal
Society for the Prevention of Accidents Advanced Drivers and Riders.

The Royal Society for the Prevention of Accidents (RoSPA) has been involved in reducing
road accidents through better driving and riding since the inception of our advanced driving
and riding tests over zfty years ago.

The test is of approximately one and a half hours duration and covers driving on all types of
roads in strict accordance with all Road TrafZzc Regulations. Our examiners have all passed a
police advanced driving/riding course and we have the full support of the Assaociation of Chief
Police Ofzcers and the Driving Standards Agency.

Our voluntary groups spread throughout the United Kingdom offer guidance in preparation
for the test utilising the services of voluntary tutors. All our tutors must have passed the RoSPA
Test at Gold or Silver level and retain this standard by retesting every three years. They must
also have completed a training programme and been declared competent to tutor members who
are preparing for the test.

As part of the tutoring programme the tutor may elect to show the prospective member how
they personally drive or ride as an advanced driver/rider. This is a passive activity with the tutor
driving/riding and the member watching.

Research has shown that persons qualized to an advanced standard are less likely to be
involved in accidents and any accidents in which they are involved are less serious. The
Government is committed to reducing road accidents by encouraging drivers to take further
post test driver training. Our members are similarly committed to this important road safety
activity and we seek the support of all insurers to enable this to continue at no additional cost to
our tutors.

| would be grateful for conzrmation that this notiZcation is acceptable to you and is fully
covered under the above policy.

Yours sincerely
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Appendix 10
The RoSPA Advanced Drivers and Riders logo

Members of the RoSPA Advanced Drivers and Riders may use variations of the logo as follows:

Logo A Logo A

» Group websites, as per ofzcial
guidance documentation

» Group letterheads

e Group PR activity, e.g. press releases

+ Group information leaYets

» Any other correspondence relating to
Group activities only.

Logo B1 mono and B2 colour Logo B1 and B2
e Group business cards
» Group newsletters
* When accompanied by the words
Member of‘ , this can be used in
advertising, subject to prior approval by RoSPA
» Ties, shirts and other promotional material
not provided by RoSPA Head OfZce.

Logo C

» Any mono paper-based material
» Websites if necessary but the colour version

should be used where possible.
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The RoSPA Advanced Drivers and Riders logo

Technical Information

When using the logo the following technical and usage information is applicable and should be
adhered to.

a Size
Minimum size

In order that all text, in particular RoSPA's full name, remains legible the logo should not be
reproduced at a smaller size than 20 x 40 mm.

b Correct display ¢ Colour
Please note the pantone references

» Always work from original artwork - ) )
for all items printed in colour:

» Please do not use the acronym without the name

» Please do not alter or add to the logo
. . . : Red: Pantone 485*
» Do not use other typefaces in conjunction with the logo Gold: Pantone 871

» Do not combine the logo with illustrations or graphics *NB: when printing out of four

» Do not encroach on the logo's free space (10 mm white colours this should be matched
space around the logo) using 100% solid magenta and

« Do not reproduce the logo as outline. 100% yellow

d Other versions of the logo that can be used are:

This version can be used when using the logo on
documents that are being printed in mono.

This version can be used when using the logo in the
printing of ROSPA Advanced Drivers and Riders
merchandise such as ties or tax disc holders

Please note that the RoSPA Advanced Drivers and Riders logo is RoSPA copyright and any misuse of
the logo will not be permitted.

Should you have any queries about these procedures please contact RoOSPA Marketing on
0121 248 2119.
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Appendix 11

Dealing with the media

There aren‘t any embarrassing questions — only embarrassing answers.
Carl Rowan, The New Yorker

The media

The media exerts a powerful inYuence on public opinion that can and should be used to our
advantage. Letting the public know about advanced driving and riding will encourage awareness
and remind people of the need to use the roads with care and consideration. However, the
unguarded answer or off the record comment can dominate the report of the interview or the
interview itself and divert attention from the main issue.

The RoSPA Press Ofzce

RoSPA has its own studio with links to the main radio networks and has spokespersons specially
trained in this area of communication. To ensure consistency the Press Ofzce holdgpolicy
statements on road safety issuesto which it refers before commenting. T he staff are also
aware of other related matters and are well able to deal with the supplementary questions

raised by journalists.

There is no bar on RoSPA staff speaking to the media on issues where they possess a
particular expertise. It is a sensible policy that all contacts with or from the media will be
discussed in the Zrst instance with the Press OfzZce staff. Their advice on presentation and
possible supplementary questions will be useful.

Group contact with the media

Some Groups have identiZzed publicity ofZzcers to deal initially with the media on specizc events
or in the course of raising sponsorship support. They develop a good and productive local
working relationship with individual reporters particularly those responsible for motoring,
community and environmental issues. This is an area of good practice that others may wish to
emulate.

Some Groups have used the media effectively to publish photographs and reports of their
events and seasonal driving or riding articles. Others have been involved in phone-ins and
current affairs and light entertainment programmes, mainly on local radio but some have also
spoken on national radio about the activities of ROADAR. These programmes have been well
researched, well managed, presented professionally and have tended to be well received. This
type of contact is to be encouraged as it is an important way of raising public awareness of the
Group's existence and of promoting safer driving/riding.

The local media will often try to gain a local perspective on a national issue and may contact
the local Group for comment. Unless it is made specizcally clear when talking to the producer
or interviewer before the interview, it is inevitable that the representative will be introduced as a
RoSPA spokesperson. Any comments will be regarded by the public, which is unaware of the
ROADAR organisation, as a policy statement emanating from RoSPA. Comments on new and
controversial pieces of legislation should therefore be avoided.

If asked to comment on a local issue that is causing local concern, it is essential to contact
RoOADAR Zrst. HQ checks the existing policy position of RoSPA and relevant statements and
comments made. Individuals must not be drawn into statements that contradict legislation,
Government or ROSPA policy. In a live interview anything said is transmitted. Recorded
interviews are edited to Zt a time slot and cuts in the interview can introduce an unfortunate
and largely unintended slant on comments.

The advice given in the following list of comments may help you to get the best out of your
contacts with the media.

As an advanced driver/rider you will be an expert in the subject. Speak with conzdence on
the subject and sound professional to gain the support of listeners or readers. Answers and
comments should be targeted at an intelligent 16 year old.
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Before the interview

Before agreeing to comment znd out
as much as possible about the programme or interviewer. Read previous articles
or listen to the programme,

what topics are likely to be covered,
any likely questions,

who else is likely to be interviewed,
their position about the issue.

Radio
if it is live or pre-recorded,

the type of programme, news, phone-in, etc.
how long the interview will last.

Successful interviewees have planned, prepared and researched the subject. They have been able
to get their message across in a succinct and professional manner without seeming pompous or
arrogant.

Some individuals may need to put extra life into their voice, without putting on a different
accent, to compensate for the Yattening effect of a studio.

A reporter from a local paper will make an appointment to speak to you. This will give time
to plan and prepare for the interview. Insist on the same preparation time for a radio interview
and arrange a time for them to ring back.

Think of the questions and plan the replies. Scripting the possible replies may help with your
planning but do not read from a script. Think about a twenty-zve word summary that focuses
on your objective and make sure it is used. Make it clear to the interviewer and the radio
producer that you want to summarise your views at the end of the interview.
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Appendix 12

Guidelines for Groups seeking sponsorship

Introduction
Obtaining sponsorship support locally is a way of raising money that need not involve a lot of
time or hard work. Stalls at local fétes and car boot sales can be used to raise money but people
need to give up half a day or so to run them. This does not include the time spent preparing for
and clearing up after the event. Sponsorship does not necessarily involve the donation of
money; it may include the donation of equipment, for example, cars, the free hire of rooms for
meetings, professional printing of newsletters and discounts on goods and services.
Organisations giving sponsorship support normally expect something in return, for example,
advertising or publicity.
These guidelines are to help Groups to request sponsorship support in a way which is
professional,that is in keeping with the aims of the ROADAR and RoSPA, and that does not
compromise or disadvantage Groups.

Organisations that will donate support

Companies

M any companies give money and other forms of support to charities and have budgets and policies
to deal with this. Some companies may prefer to donate to local rather than to national charities.

Charities and trusts

These have specizc criteria for deciding to whom they will give money. They may provide grants
that are conditional upon services being given in a specizc sector of the local population. The
secretary of the organisation will have this information and a telephone call can remove many of
the perceived obstacles. Most trusts do prefer to fund registered charities because they know
that they will use the money in accordance with charity law and they can reclaim the tax.

How to Znd out who they are

Public libraries will have information guides about companies and local charities and trusts that
do this. The guides can be found in the social sciences section of the local reference library.
There are two hundred and thirty Voluntary Service Councils (VSC) throughout the country

that will give free advice about how to approach local organisations. Some will have a dedicated
Charities Information Bureau that will specialise in this area of activity. They are listed in the local
telephone directory but the National Organisation of Voluntary Services Councils in ShefZeld (0114
278 6636) will identify the most appropriate local VSC and will give general advice.

Why requests for sponsorship fail

A company may refuse to give sponsorship if the requesting organisation bears no relation to
the company’s business. Charities and trusts may refuse sponsorship if the (usually strict)
criteria are not met. Vague and unprofessionally presented requests are unlikely to succeed.

Guidelines

If a Group decides to apply for sponsorship then the committee should discuss and nominate
someone to organise and deal with any requests. Money raised must be properly accounted for
by the Group treasurer. Groups should be careful that they do not unwittingly commit
themselves or their representative or both to a contract. If they have doubts about the
negotiations they should seek advice from RoSPA HQ. Should the sponsoring organisation set
conditions then the Group must consider carefully whether it can meet them. To avoid
misunderstanding the Group should conzrm in writing those which it can meet. In case of
doubt it may be possible to agree the sponsorship for a trial period.

The RoADAR logo

Sponsoring organisations may be keen to use the ROADAR logo and some may give money only
on the condition that they are allowed to. Charity law prohibits the ROADAR and RoSPA raising
money on behalf of other organisations. Groups should resist linking with other organisations in
joint fund raising events. As a rule the Organisation's logo will not be used to raise money for other
charities. The use of the logo for co-branded events should be considered cautiously and potential
difzculties referred to HQ for advice.
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When should HQ be notiZzed of a Group's sponsorship requests?

Groups may approach local companies and trusts without consulting HQ. However they should
inform HQ of any applications to regional organisations and they must have approval from HQ
for applications to national charities, trusts and companies.

How should the Group apply to charities and trusts?

If the charitable trust has an application form then use it and include only the information
specizcally requested. If it wants a covering letter, gear the information to its needs. It is polite
and good business sense to let the trust know the outcome of the project. This may be a
condition of the grant but it will in any case encourage the trust to look kindly on future
applications.

Points to consider when writing the proposal for sponsorship
If any commercial advertising is sought it is important to use good judgement about
the product advertised. If the money involved is for a small amount of advertising
(<£250) then this should be at the discretion of the person arranging it. Any sum up
to £1000 should be agreed by the committee. Amounts in excess of £1000 need the
approval of HQ. If a Group seeks local sponsorship it must be aware of contractual
responsibilities and the Group should discuss and agree clear aims, objectives and
potential but realistic outcomes with the proposed sponsor.

The cover page should include the title of the proposal and the name of the
Group. It may include the ROADAR logo.

There should be a section describing the purpose of the ROADAR, its history
and a brief description of the local Group.

The proposal should clearly state what is requested and how it will be used.
Details about any znancial contribution from the Groups itself should be
included. If it is a request for the loan of a car for demonstration drives at a local
event the proposal should name the event organisers and the other car
companies exhibiting.

The number and kind of people the Group is hoping to attract should be given.

The aims and objectives of the proposal should be specizc. For example, the aim
may be to improve driving/riding skills and to increase membership of the local
Groups. It may also refer to giving publicity to the sponsoring organisation by
showing it, by its donation, to be caring and keen to promote road safety. The
objectives could be promoting advanced driving/riding and providing demonstration
and assessment drives for the public.

Some relevant one liners

People give to people not organisations or even good causes.
Sponsorship is a people business.

Personal requests work best.

Friend making comes before fund raising.

Share problems as well as successes.

The most important two words are thank you.
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Appendix 13

Groups and the internet: guidelines

1 Introduction
People use the world wide web (www) in various ways, for example, to obtain information
and to publicise information. RoOSPA has developed a website giving information about
the various activities of the Society. An ofzcial ROADAR HQ site:(www.roadar.org.uk)
is also operating.

Some Groups have produced their own website to publicise their activitiesand to attract
new members. HQ encourages this and this document is provided to give guidelines to
Groups to help them ensure a high standard of presentation which reYects credit on the
Organisation and is in line with the ROADAR policy. It also warns of possible pitfalls in
setting up their sites.

2 The RoADAR logo
If a Group wishes to use the Organisation‘s logo on its site, it must have the permission
of the Organisation as the logo is copyright and is the property of RoSPA. It follows
that the logo must not be altered in any way although the size of the graphic may be
changed to suit individual sites. Groups must use a standard copy of the logo which is
available from HQ by email or on disc.

3 The Group site
Groups are recommended to appoint a webmaster who will be responsible for
maintaining the site in accordance with these guidelines.

A site should have a home page which includes the name of the Group with the full
name of the Organisation, a welcome to the Group, the aim and objective(s) of the
ROADAR, the ROADAR logo and a list of contents of the other pages of the site. The
contents in the list should each link to the relevant page.

The home page should be kept as brief as possible to minimise the time taken to
download it. Each item in the contents list should occupy a separate page. Possible
material for the pages could be:

background material which may be thought relevant such as an introductionto
and the need for advanced driving/riding, the history of the Organisation, the
testing and grading system. This information is available from HQ or from the
HQ website. The content may be copied but should not be changed although it
may be reformatted to suit the individual site.

the Group organisation, date of AGM, titles of committee ofzcials, contact
details of secretary. If home phone numbers and addresses are supplied, approval
must be obtained beforehand from the people concerned.

information about Group meetings such as dates, times, venues, events and items
of special interest. The year's programme could be included.

details of the Group's arrangements for training. For example, assessment drives,
associatetraining, refresher drives.

Note: It isnot necessary to repeat on a Group site any information which ison the HQ site.

It is essential to have contact links to the HQ site and to the chairman and secretary if they
have email addresses. The name and phone number of the local GAP representative
should be given (with email address if possible). There should be no links to other local
Group sites, all further enquiries being directed to the HQ site which will provide a link to
every local site. There should be an email address which anyone using the website can
contact, either to ask for more information or to comment about the site. The webmaster
should be responsible for checking for emails sent to this address at least once each week
and for replying as soon as possible.
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Particular points to note.

A complete printout of the proposed site must be sent to theweb editor for
approval before anything involving the ROADAR is put on to the web.

The Group must always ensure that in any of its activities there is no breach of
the Data Protection Act. If there is any doubt about this, advice should be sought
from the GAP representative or from HQ.

4 The HQ site

Suggestions from members for improvementsto the site will be welcomed and considered
but the web editor is solely responsible for any changes to it.

HQ will provide space on its website for all Groups who are not able to make their
own. This will contain information about Group meetings, subscriptions and the
method of contacting the Group. All Groups are expected to have this information
available and they should send details along with details of changes to the web editor.
The current list can be seen on the HQ site: www.roadar.org.uk underLocal Groups
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Appendix 14

The discussion forum

The Organisation maintains a mailing list to enable discussions and exchanges of views about
driving, road safety and the Organisation in general. It is not open to the public being open only
to full and associate members of the RoSPA Advanced Drivers and Riders.

To subscribe to the list send a blank email to:
roada-subscribe@yahoogroups.com

You will receive a message telling you that your application has been received. When your name
is placed on the list you will receive confirmation of your membership and then you can take
part in the forum.

Post messages to:
roada@yahoogroups.com

If you wish to unsubscribe, for example, if you are going to be away for some time and wish to
avoid a large number of postings accumulating, send a blank email to:

roada-unsubscribe@yahoogroups.com

If you change your email address please unsubscribe from your current membership and
reapply using your new address.

Any further queries about the system can be sent by private email to Keith Bamford, the list
moderator, at kbamford@roadar.org.uk
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Appendix 15

Equal Opportunities
ROSPA is an equal opportunities organisation

ROADAR is committed to providing equality of opportunity for all people wishing to join the
Organisation. It expects local ROADAR Groups to adopt the same policy and take positive
measures to implement this policy.

Through this equal opportunities policy the Organisation seeks to ensure the following.

Equal opportunities means fairness to all: the recognition, development and use of
everyone's talents.

quality, professionalism and fairness will run through the way we conduct our
business. These will guide the conduct of the advanced test and the award of grades.
They should also govern the attitudes of members, including RoSPA employees, to
each other.

No member or person seeking membership of the Organisation shall receive less
favourable treatment directly or indirectly on the grounds of gender, race, ethnic
origin, religious beliefs, disability or age.

The procedures adopted by the Organisation shall be frequently reviewed to ensure
that they comply with this policy.

Members should be aware that discrimination, direct as well as indirect, could result in criminal
or civil proceedings. Advertisements, promotional literature, relationships with members,
including choice of words and intonation, must be carefully considered and controlled to ensure
fairness. If there is room for improvement this should be put into effect within a reasonable
time.

Complaints procedure

If any member believes that he or she has suffered discrimination in any way they should make
this known in the Zrst instance to the Group's committee. If they are not satiszed with the

result of doing this they may make their complaint to RoSPA HQ where it will be dealt with
according to the established complaints procedure. Anyone who wishes to know the details of
this procedure can apply to HQ asking for a copy of the full document.
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Appendix 16

Supporting drivers with disabilities
Advice to ROADAR examiners, Group training officers and tutors

ROSPA is an equal opportunities organisation.

The aim of the RoSPA Advanced Drivers and Riders (ROADAR) is to reduce road accidents and
improve safety by raising driver and rider knowledge, skill and standards. Many people with
disabilities drive and ride. They should not be denied the opportunity to benefit from support and
advice to achieve their own level of excellence and take the Association’s test. It is, therefore, a
matter of ROADAR policy that we treat disabled associates and ROADAR members as we would
able-bodied members of the Organisation.

The core skills of the advanced test will remain the same for all. However, examiners will expect
the disabled candidate to use in-vehicle mobility adaptations and driving techniques appropriate
to their special needs or restricted abilities.

Disabilities

A population census indicates that one in ten of the population has a disability of some kind.
About 4.5 million people in this country have restricted mobility. Seven and a half million people
have a significant hearing loss but many, unaware of the impairment, lead a normal lifestyle. Being
disabled does not mean that the individual cannot achieve a level of driving excellence to justify a
gold grade.

The Driver Vehicle Licensing Authority has specific guidelines about the issue of licences to
people with disabilities. Therefore, providing candidates have a valid licence, current insurance
and a roadworthy vehicle they should be given the same opportunity as anyone else to receive the
support and guidance to achieve an advanced driving grade. Within the Organisation we have a
number of people with disabilities some of whom have achieved diplomas. Full-time wheelchair
users have achieved gold grades by using cars with adapted hand controls.

In our society disability tends to be regarded as a medical problem. Many words used to dscribe
disability are outdated and inaccurate. It is helpful, therefore, at this stage to clarify terms.

An impairmentis any loss or abnormality of structure or function.

A disability is a restriction or lack of ability to perform snormal‘ everyday activities.

A handicapis the disadvantage resulting from the impairment or disability which either

limits or prevents a person doing something that is regarded as *normal’‘.
An impairment may lead to a disability which may in turn lead to a handicap. An example is a
person with arthritis (impairment) who may not have full use of his/her hands (disability) which
may result in his/her not being able to use the pull-push method of steering (handicap). In line
with our policy, ROADAR will take account of the disability which in this example could involve
the use of asteering wheel knob. The examiner will still expect the steering to be smooth, accurate
and controlled.

There are many different types of disability where a person is still able to drive a vehicle.
Sometimes this is achieved with the assistance of specific mobility schemes, for example, the hand
controls to replace pedals. We must not within ROADAR create inappropriate and stereotypical
barriers for disabled people that are based on prejudice or ignorance. We must avoid making
inappropriate linkages such as disabled = wheelchair = Hpless, and instead recognise that a
disability is only one factor in the make-up of an individual. Drivers who wish to take our test
should not be defined by their disability — they are people first and foremost who, like many other
people, want to improve their driving skills.

Attitudes

The attitudes we hold determine to a large extent our actions. It is therefore essential that we have
the correct attitude, based on accurate information, and use the correct words when addressing
anyone. Most people with disabilities enjoy an active life but may manage it in a different way. The
disability does not indicate that they are more or less intelligent than the next person. It is unfair,
unacceptable and in some cases illegal to unfairly disadvantage anyone because of their disability.

Remember: person Zrst, disability second.
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The current test application form asks the candidate to give details of any disability or vehicle
adaptation about which the examiner should know. This is not to enable an examiner to treat them
any differently, but to ensure that the examiner is fully briefed on the special needs of the candidate
and the vehicle adaptations that the candidate will be using.

It is worth noting that the United Nations uses the words edisabled person‘ and not the
potentially segregating term sthe disabled'. It also mentions, among other things, that disabled
persons have the inherent right to respect for their human dignity, the same fundamental rights as
their fellow citizens. Nevertheless, they should have their special needs taken into consideration in
all aspects of life. ROADAR supports and will follow that philosophy.

Some helpful suggestions when working with a person with a disability
Don‘t make assumptions about a person‘s capabilities.
Don‘t judge by appearances; don‘t gush pity; don‘t be condescending.

Put yourself in the person’s situation — offer practical help. Don't hurry someone
with a disability. Offer help but respect their right to refuse.

Address the person with a disability directly — not, as a matter of course, through a
third person. There is no objection to a friend accompanying the candidate.

Be receptive to a person‘s problems — to each individual their needs are the most
important.

The following comments on two specific disabilities are examples to illustrate the general points
being made.

People with a hearing impairment

An inability to hear or speak, like other disabilities, does not indicate a lack of intelligence. Those
who are profoundly deaf may use sign language and may need an interpreter to communicate who
will provide information on the pace of the conversation. Many are able to lip-read but the

following points should be borne in mind.

There is no objection to a friend or interpreter accompanying the candidate either
during training or on the test.

Make sure that you have the person’s attention before speaking.

Speak clearly. Be patient and don‘t shout.

Use hand movements and gestures to convey your message.

Look at the person while you are talking and stop speaking if you turn away.

If interrupted, remember where you are in the conversation and recap when you
resume.

Keep pen and paper handy and invite the person to write if communication is difficult.
Decide how you are going to give directions and how you will tell them when you want them to
stop at the next safe place. At that point a debrief can take place in safety; remember that you will
have to stop more often in order to communicate.

Dyslexia, like a hearing impairment, is not an indicator of a person‘s intelligence and there are
variations in the extent to which it affects different people. A person who has dyslexia will be aware
of their own limitations and will probably have their own method of dealing with them. They will,
like anyone else, appreciate the explained nuances of advanced driving as describedRoadcraft
and so from a tutor's perspective there is no need to treat them differently from other members.

Summary

There are many different types of impairment including psychological, physiological or anatomical.
The principle outlined in the policy at the beginning of this appendix holds fast for all. There are
many leaflets available from disability groups and associations, also from local mobility schemes or
any of the national disabled drivers* organisations. Some RoADAR Groups have had visiting
speakers that not only help members of the Group to understand the issues but also promote the
aims of the Organisation for disabled people.
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Appendix 17

Health, safety, welfare and the environment

This appendix contains information which Groups should consider when running
special events which are out of the normal Group pattern.We do not intend
Groups to be deterred from running events and we hope the information below
will prove useful rather than daunting. Further information is available from the
GAP representative or from headquarters.

When planning a public activity it is important to bear in mind these matters for the beneZzt of
both the public and the Group members involved. The best approach is to use the risk
assessment system. This is a fairly straightforward procedure.You need to identify the hazards,
who may be affected, what controls are in place, and whether these are adequate. If not, then it
will be necessary to re-assess the plans.
When you visit a site often the risk assessment is easier than when you visit it only once in
which case the risk assessment will have to be done on arrival. Using a checklist can be helpful and
some things that need to be considered are given below. This is not an exhaustive list as ROADAR
Groups get involved in various types of activities and venues.

Access/Egress and general arrangements
Are there directions to the site including a location map?

Is there space for vehicles to park/unload?

What do you need to carry and how far — is there a need for a trolley?
Are displays stable? If outside — what happens in wind or rain?

Are display tables stable?

Is the table suitable as a hot tea/coffee stand?

Is there a storage area for boxes etc?

Have you enough competent people to set up and take down a display?

If you are using a marquee is there a competent person to arrange its erection; do
you need temporary flooring, duckboards, ramps etc?

If you are using a bouncy castle or similar attraction, ensure that there is a safe
system of supervision. For a leaflet on the safe use of bouncy castles send a s.a.e.
to the Water Safety Department at RoOSPA Headquarters.

There is specific guidance on the use of fireworks, produced by the Health and
Safety Executive.

Electrical/ PA systems
Is there a need for an electrical supply to run lights, video, computer?

Are the appliances electrically safe?

Is the power rating of any extension lead suitable?
Is there a danger of tripping over cables?

Has a competent person inspected the system?

Welfare
Are there sufficient members to allow for rest/meal breaks?

Is there a safe place to leave personal belongings?
Are there enough seats?
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Are there enough toilets and washbasins?
Do you have to provide the First Aid or will the venue offer this cover?

Is there plenty of fluid to drink and sun protection cream for the helpers
in case of a hot day?

Is there a safe system for a cash pick-up at regular intervals?

If those assisting have young children with them what arrangements are in hand to
supervise them?

If you are selling/providing food, then storage, serving and cleanliness will be important.

Clothing
On a cold day with rain, wind or snow the helpers will need suitable thermal wear
including hats and gloves.

On a hot day, dress appropriately. Ensure helpers keep covered to avoid sunburn.
If marshalling on a course or directing vehicles wear a reflective jacket/vest.

Some form of corporate identification would be an advantage, for example,
RoADAR badge, Group T-shirt, so visitors recognise who you are.

ITIS—Instruction, Training, Information, Supervision
Ensure those of the Group attending the event know their roles and any site rules.

There is a special duty of care to the young.
Are the particular Group members competent for the task they are asked to do?
Identify one person to co-ordinate the day's activity and act as the contact point.

Environment
Provide a bin for waste cups, wrappers, etc.

Clear up the site when you leave.
Avoid running vehicle engines excessively so as to reduce pollution.
Avoid churning up the grass on grass sites, particularly wet ones.
Fire
Is there a fire risk from any of your activities?
Avoid the need to have petrol containers to top up vehicles.
If you are showing visitors how to do routine checks on the vehicle ensure no smoking.

If the site has dry grass then take care not to set it on zre. Buckets of water
should be available.

Ensure you comply with any site rules about fire safety.
Ensure cooking stoves in tents are well guarded as tent fabric will burn quickly.

Vehicle Safety

Many of the activities a ROADAR Group may get involved with will be vehicle based. As advanced
drivers you will know the potential hazards of driving. If you are doing test drives you need to
consider getting on and off the site as there may be many pedestrians, particularly children, on the
site. When organising a rally you need to ensure that the marshals are well away from places of
potential danger from vehicles. When planning a streasure trail’ you should avoid a large number of
vehicles arriving at the same point by staggering start times or using various routes. You should also
avoid placing clues where a parked car would cause a potential hazard. Allow adequate time to
avoid the use of inappropriate speed to complete the event.

The RoSPA Advanced Drivers and Riders Groups' Advisory Panel January 2010
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